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Part 1: Study Timetable / Study Schedule
[bookmark: _Int_vJlwMI03]My timetable below demonstrates how I will plan to manage my time effectively over the coming weeks, specifically allocating time for study and assignment work. It provides realistic goals that also include commitments and responsibilities but also shows I will make time to ensure I rest, exercise and maintain other self-care activities.
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Study Timetable
Time         Mon        Tues        Weds        Thurs        Fri       Sat        Sun                  
	
	
	
	
	
	
	
	

	6:00
	Morning routine
	Morning routine
	Research study
	Research study
	Research study
	Sleep/ rest
	Sleep/ rest

	7:00
	Breakfast/ get ready
	Breakfast/ get ready
	Breakfast/ get ready
	Breakfast/ get ready
	Breakfast/ get ready
	Breakfast/get ready
	Breakfast/get ready

	8:00
	Work
	Work
	Work
	Work
	Work
	Dog Walk
	Self care

	9:00
	Work
	Work
	Work
	Work
	Work
	Dog walk
	Dog walk

	10:00
	Guided reading
	Guided reading
	Guided reading
	Guided reading
	Guided ready
	Gym
	Weekly plan

	11:00
	Break/ snack
	Break/ snack
	Break/ snack
	Break/ snack
	Break/ snack
	Coffee
	Coffee 

	12:00
	Work
	Work
	Work
	Work
	Work
	Errands
	Rest

	1:00
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch

	2:00
	1:1 support
	1:1 support
	1:1 support
	1:1 support
	ALN group
	Assignment
	Reading

	3:00
	Work
	Work
	Work
	Work
	ALN group
	Assignment
	Reading

	4:00
	Finish work
	Finish work
	Finish work
	Finish work
	Finish work
	Assignment
	Review

	5:00
	University
	Gym
	Dog walk
	Gym
	Dog walk
	Dinner
	Dinner

	6:00
	University
	Dinner
	Study
	Dinner
	Reading
	Social
	Alterations

	7:00
	University
	Assignment
	Dinner
	Study
	Dinner
	Social
	Review

	8:00
	University
	Assignment
	Study
	Assignment
	Skin care
	Relax
	Relax

	9:00
	Relax
	Skin care
	Relax
	Skin care
	Relax
	Relax
	Meal prep

	10:00
	Bed
	Bed
	Bed
	Bed
	Bed
	Bed
	Bed





Part 2: Using Microsoft 365 Copilot to Explore Study Techniques
I used Microsoft 365 copilot to help me investigate two study techniques that could help me improve the way I study while eliminating any distractions. I decided to explore these two techniques as I feel these would be the most effective ways to personally help retain information successfully, while ensuring I take regular breaks to help me recuperate brain function so I can maximise learning information efficiently. 
Below I will provide evidence obtained from Copilot about the two study techniques I have chosen that I feel will benefit me the most to my study.

The first prompt I asked Microsoft 365 Copilot was “How can I avoid distractions while studying?”
The response I received was:
Avoiding distractions while studying is mostly about making distractions harder to access and making it easier to focus on the next small task.
1. Create a distraction-free study space
· Put your phone on silent and out of reach.
· Close unnecessary browser tabs and apps.
· Keep only the materials needed for the current task on your desk.
· Study in a quiet location, such as a library or a dedicated study area.
2. Set clear goals
Instead of:
· "Study biology"
Try:
· "Complete notes on cell division"
· "Answer 20 practice questions"
Specific goals keep your mind engaged and give you a clear endpoint.
3. Manage digital distractions
· Use website blockers such as Focus, Forest, or Cold Turkey.
· Turn off non-essential notifications.
· If using your laptop for study, keep social media logged out during study sessions.
(Walck-Shannon, E. M., Rowell, S. F., & Frey, R. F. 2021).
(American Psychological Association. 2026).
The second prompt I asked Microsoft 356 Copilot was “How can I plan and organise my work?”.
The response I received was:
Planning and organising your work becomes much easier when you break large tasks into smaller, manageable steps and prioritise them effectively.
1. Set Clear Goals
Start by identifying what you need to achieve.
Example:
· Complete a 2,000-word essay by Friday.
· Revise Chapters 1 to 5 before an exam.
· Finish a project presentation by the end of the month.
2. Make a Task List
Write down everything that needs to be done.
For example:
· Research sources
· Read journal articles
· Create essay plan
· Write introduction
· Proofread final draft
Having a list helps prevent forgetting important tasks.
3. Simple Student Workflow
1. List all assignments and deadlines.
2. Break each assignment into smaller tasks.
3. Prioritise based on urgency and importance.
4. Schedule study sessions in your calendar.
5. Review progress weekly.
(Mind Tools 2026). 
(University of Leeds 2026).
I wanted to narrow my search and be more specific than my initial research. I asked Microsoft 365 Copilot ‘How can I keep a simple an easy plan to stick by while studying, including keeping a distraction free study space and also to include setting clear goals with a task list?’.
The response I received was:
A simple way to stay organised while studying is to set clear goals, create a short task list, and study in a distraction-free environment. Before each study session, decide what you want to achieve, such as completing a chapter or writing part of an assignment. Break this goal into small tasks and tick them off as you go. To stay focused, keep your study space tidy, put your phone on silent, and remove any unnecessary distractions. This makes it easier to concentrate and stick to your study plan (University of Leeds Library 2026).
I requested Microsoft Copilot for references which I have included in my full reference list.

Discussion of the Two Techniques
I have decided to use these two study techniques as I believe these will be the most beneficial for me personally to maximise my study and ensuring I utilise my time efficiently. The first study technique I decided on was to create a distraction free space as I feel this will be one of the most effective when I am studying. To eliminate all my distractions, I will turn all mobile notifications off. Ensuring the environment I deicide to study in is a calm, quiet and comfortable space. Staying hydrated and fed is also very important to help stay focused and to maximise brain function. Good lighting is another necessity while studying as it helps keep your brain more alert for better concentration.  
My second study technique is to set clear goals and create a task list. I intend to do this by reviewing what I want to accomplish in my study session and what my overall task is. Having a list at hand while studying makes it easier to not forget important information for the task acquired at hand. By documenting tasks and goals onto a list, we free up mental resources to allow our brains to focus more. A study list helps you break down larger goals into smaller ones to make them more manageable and less overwhelming (Hardman, 2025). Creating a list will help ensure I gather and obtain all information I need and to stay on track by making sure I have a realistic time frame. 
The study techniques I have chosen will help support my studying both currently and, in the future, as I find having things in a necessary order helps keep my mind clearer and more focused. Creating that calm and quiet environment to study and ensuring I take the time to create productive lists and strategies for a smooth learning process will bring me a lot of fulfilment and peace of mind.
Reflection on Using Microsoft 365 Copilot
Upon reflection of using Microsoft 365 Copilot to research different studying strategies, I found very beneficial. My reasons for finding this beneficial is that Copilot can gather various information sourced from many different webpages and articles for you to obtain a wider range of knowledge in a much shorter time frame. It helps reduce the time you would spend analysing sources of literature, therefore enabling the individual to allocate this time more efficiently to their learning structure. 
One of the key concerns when using AI is that the information provided sometimes is not to a factual standard. As AI gathers information from various sources, this can lead to misinformation that contradicts itself, meaning you should always cross reference sources yourself. Another factor making AI unreliable is that it could still provide you with disproven theories from dated literature. 
AI can be a great way of gathering information for you but also very negative in the way it does most of the work for you. Although it reduces time spending gathering information yourself, it gives you a lot less practice having to retrieve, compare and evaluate therefore resulting in a lot less critical thinking. Copilot provides real time feedback on grammar, structure and clarity enabling individuals to develop their writing and presentation skills more effectively (English, 2023).
What I have experienced when using AI is it does not just obtain its information from websites and articles, it is gathered from anything that is publicly available. That includes images, videos, audios and human feedback such as any reviews or questions left on certain websites. This results in it being a lot harder to source exactly where the information has come from to check is it accurate and correct and that it is information that can be used. 
I think using AI in a study setting can be very useful if used responsibly and you stick to the University’s policy guidelines according to your task. AI can be useful for improving your writing and structure of writing to ensure you are on the right track. Any grammar you need to check or to simplify any literature you may be unfamiliar with. It can be very useful for feedback on any weaknesses you may have in the structure of your writing and help restructure without replacing your own work. AI can be used to help you with brainstorming ideas by researching different approaches or questions which can be useful for discussions. If using AI correctly within a study setting it can help with your education and understanding rather than replacing independent learning. 
Part 3- Poster
Study hacks for students
University life can feel daunting and sometimes challenging, particularly while juggling personal life, deadlines and trying to avoid digital distractions. As much as you may have to sacrifice and go without on times, it doesn’t mean you have to overwork yourself by studying excessively (Chinn, 2024).
Your study environment will be crucial for supporting your concentration, while developing an easy and clear plan of what needs to be achieved. Here are two simple hacks that can help students to study more effectively.
Hack 1 - Needing a Distraction Free Study Space
Ensuring you have a distraction free study space, is an important environment to keep you focused while learning. Whether this is a quiet space at home, a library or simply somewhere where interruptions are at a minimum (Pappas, 2024).
Put your phone in another room or switch it to Do Not Disturb.
Avoid having unnecessary tabs open and only the resources you need.
Organise your books, notes and stationery before starting your study.
Make others aware when you need uninterrupted study time.
Eliminate any background noise.
“You are braver than you believe, stronger than you seem and smarter than you think” – A.A. Milne
Hack 2 - Creating a Task List with Clear Goals
Dividing tasks into small parts will help make them feel more manageable. By focusing on one step at a time, It becomes easier to stay more organised, maintain motivation, track your progress and avoid feeling overwhelmed by the amount of work that needs to be completed.
What you would usually do:
[bookmark: _Int_CslgHV3t]Assignment work this evening.
What you should do:
· Research 3 articles. 
· Finish conclusion by 8pm.
· Corrections to introduction and part 1 of assignment.

Every task list should be clear, simple and achievable. Focus on the most important task first and create a check list, ensuring that all tasks are completed with a manageable time frame (Sydney 2020).
3 easy steps to follow:
· PLAN - what to do first.
· PRIORITISE - what needs to be completed.
· PROGRESS - Finish one task before starting another

(Source: Hughes, 2018)

Conclusion
Effective studying is not about sitting at a desk for endless amount of hours. It is about making your study time count. 
A distraction free study space helps create the environment for concentration, while a clear task list provides direction and makes larger pieces of work feel a lot more manageable. 
Consistency is key. It is not enough to simply set things up and expect them to work forever. You may need to make adjustments as you become more comfortable with your routine and as your learning needs evolve (Pappas, 2024). 
Begin with simple steps, such as organising your workspace and setting those clear boundaries with others. Soon you will see that when you make your space somewhere you feel comfortable and focused, you will find yourself developing a rhythm that supports your learning goals (Rumens, 2026).
· Start small 
· Put your phone away
· Write down your first task
· Focus on one thing at a time.
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